OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
RECORDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE
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INSTRUCTIONS: See Publication No. 76—-RM-1 for lnstructlons on completing this form, Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenue.\ Atlanta, Georgia, 30334,
Attention: Schedullng Section.
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~ FOR AGENCY USE 1. Agency Addms . o FOR RECORDS MANAGEMENT USE
Applicstion Date Department of Education 4 Application Number

J 0ffice of Planning and Development 80"‘ 2.86

Earliest ' Latest
1975 LTO Date Superwsrng Teacher Honorarium Request Forms (STS Requisition Form)
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6. Division and Office Function What is the function of the Division and the Of'fuce in which this record series is  created?

The Teacher Education and Staff Development Section, Division of Staff
Development, Office of Planning and Development, is responsible for providing
financial and technical assistance to local school systems and educational personnel
in the area of staff development and education.
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One to six months old 30 ___: : Seven to twelve months old _____15_., —; Thirteen to twenty-four months od_ . 1. _:
twenty-five months and older____Q”_ —1 -
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Division of Staff Development i

Application Number Data Received Data Completed
Ed
§ QCE%at U?ﬂégnBﬁl ?gaff Development JUN %5 1980 l JUN 2 3 1980
oz =% ~Atlanta,.Georgia-.. m;st;fﬁ_k ST R P S
2. Person to Contact : * Working Title Talephone Number
Jackie Porter o o o ‘Education Consul ltant 656 2432
3. Acﬁoﬂ ﬂﬁquened“ == S SR e B A R R A S RS s B N Ea S L T S e T
a. K Estaousn Retention Schedule; record wi!l continue to accumulate.
b. [ Dispose of present accumulation: no further accumnulation anticipated.
¢. O Amend Application No. oo Check One: O] Change; O Supercede; CJ Void |
4. Dates of Series 5. Roeords SQries Title (followed by title used in office; if ditferent)

7. Record Series Description This file contains the following documents finclude form numbers and titles, if any):
) Attach samples of the file. ‘ _ )
‘Documents relating to: authorizing honorarium payments for supervising teacher services.
Included are: ~ Request for Payment, DE Forms 0228 and 0229, and related correspondencg.
File is arranged: Chronologically by fiscal year; thereunder, by month received..
: . e
8. Monthly Referance Rats -~ HEWT&EE??e’Fe'Edr&s‘"r'é'f'e"rir?&'t"d'G\}Ei‘ch are: e T

9. Annual Rate of Accumulation of Hemrds R _
: Letter §ize drawers —1/2. .. .;Legal- size drawers . Shelves e s Other (specify) .
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YES | NO | 10. Questionnaire

(Place an "X" in the pro_ger column)

a. ls this the official copy of the series?
oot whereisit?

- Emema e

b Does the series contain confidential information requmng secunty handling? If yes, cite Iaw or regulation,

c. Is this a vital record?

-

| i

X
X
X

d. Does this series have hlstonéa'l or long term research value?

e mdan . " =

N/f

doguments be scheduled separately?

e. Whan one or two doguments in the file make it necessary to keep the entire file for a long peried, cou!d these ‘

&w&m@mmmgmmmumm copY, - . e
I mfdrmatlon contained in this series ever analyzad and/or recorded In a summarized report?
X If ves, attach copy, _

AR

h. 1s there a duplication of this saries in your offme orin another afflce or agency?
X _If ves, where? _Accounting Services Section, DOEs LEA's,

X1 i

11. Retention Requirements

a. State Law
b. Statute of timitation

X 1 i._Does the record series result in a computer printout?
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The following requires the saries to be kept

—_—0 . .years,
i Qm o YRATS,
SRS § IO - )

Sta
d. Audit period

years,

e, Administrative need

years,

f. Federal retention instructions

1 TN [t

years.

¢. Federal law

Attach copy or excerpt of Jaws or regulations. Explain administrative need.

e

“This agéncy recommends that the fi file series be cut off at the end of each‘_g -

12. Approved Disposition rhst'ri.&ﬁons
I C! Ca{endar Year: XX Fiscal vear; CJ Other

= tien,

X1 Hold in the current files area —_____ . _monthis) WLM year{s); then
0O Transfer to local hoiding area, hold . . year(s); then

K1 Transfer to State Records Center; hold .1 __._vear(s}); then

1 Destroy.

O Transter to State Archives for permanent retention.

0O Other (Specify) '

NOTE: .Accounting Services copy is already scheduled under Schedule 77-86.

These instructions apply to all prior and future accumulations of the series.

___ 1 Re Recotds Manag_gment Officer_ fS.rg_rnature}

State Records Committee (ngnature{ N
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State Audntor/Desragnee
fﬁ creta@ate/ Deslgnee

Recommenda{i6ns in para-
graph 12 are approved,

{If d:sappfoved attach letter
- of explanation.)

_Attorney Gqura!_/Destgnee ) ,

R=50-77; Rev. 76




